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Prompt Payment Report

• The Prompt Payment Report lists open 
invoices for a selected time period.

• This report was designed to help agencies 
comply with the prompt payment act, 
however, it can also be used to identify 
open invoices for your agency.
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Prompt Payment Report

• The Prompt Payment Report can be viewed 
by users with the following roles:

• State Accounts Payable Management
• Agency Accounts Payable Supervision
• Agency Accounts Payable Disbursement

Officer
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Prompt Payment Report

• The transaction code for the Prompt 
Payment Report is

ZFI_PROMPT_PAY.
Type this code in the transaction box and 
enter or green check.
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Enter the Fiscal Year, Business Area, and Days 
from current date.

Note:  the report defaults to 28 days from current date.  This 
equates to the 20 working day requirement in the Prompt 
Payment Act.  This field can be changed as desired.
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You can select Invoices, Parked/Held 
documents, or All documents.
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The list can be narrowed down by date, user id, vendor, document
number and document type.  Select document type RE for Logistics
invoices only or KR for Direct invoices only.  Leave the document 
type blank to bring up both types of invoices.
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The report lists open invoices for the time period selected, the
vendor number, payee name, document number, dates, and 
amounts.  Double-click on any line to drill down to the 
document display.
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Sort order of the report is Fiscal year, Business Area, 
Parked/Open, Vendor number, Payee name, document number.

Payee name is used so that the actual payee will show up in 
the case of one-time vendors.


